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INTRODUCTION: 
 

There are times when scheduling a query is required, because either the query takes too long to run or 

has more rows than can be displayed on a page.  These directions display specific instructions for 

scheduling the AOC-CHARGE_ID_ALLOC_EOM query, but the instructions can be used for other queries 

as well 

 

STEP 1: Search for a Query to Schedule 
 

NAVIGATION: Main Menu > Reporting Tools > Query > Query Viewer 

1. The Query Viewer page will display. 

a. Search By field: Enter the query name, i.e. AOC_CHARGE_ID_ALLOC_EOM  

b. Click the Search button.  

c. Click the Schedule link on the applicable row of the desired query 
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2. The Scheduled Query page will display. 

a. On the Find an Existing Value tab: Click the Search button, if Run Controls ID’s already 

exist for scheduled queries. 

or 

b. Click the Add a New Value tab if no queries have been scheduled in the past. 
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STEP 2: Schedule the Query 
 

1. The Add a New Value tab Scheduled Query page will display. 

a. Private Query: Enter ‘N’ unless it defaults in. 

b. Query Name: Enter the exact name of the query. 

c. Run Control ID: Enter a Run Control ID (No spaces are allowed). 

d. Click the Add button. 

 

 

2. The query name parameter entry window will display. For this query example: 

a. SetID:  Enter “JUD##”, where ## is the 2-digit county code. 

b. From Z Date: Enter or select a date. 

c. To Z Date: Enter or select a date. 

d. Click the OK button. 
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3. The Schedule Query page will display. 

a. *Description: Enter the desired description. Spaces are allowed. 

Note:  The asterisk (*) next to description indicates that it is a required field 

b. Click the OK button. 
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4. The Process Schedule Request page will display. 

a. Server Name: Leave blank 

b. Recurrence: Leave blank 

c. Time Zone: Leave blank 

d. Run Date: Leave the current date displayed (it is the default). Enter a future date to 

schedule the query for a later date.   

e. Run Time: Leave current time displayed (it is the default). Enter a future time to process the 

query at a later time in the same day. 

f. Format:  Choose XLS from the drop down box, the default is TXT. 

g. Click the OK button. 

 

 

5. The Query Viewer page will display. See the next step on how to view the query results. 
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STEP 3: Open the Scheduled Query 
 

NAVIGATION: Main Menu > People Tools > Process Scheduler > Process Monitor 

1. The Process List page will display. 

a. Click the Refresh button until the Run Status is Success and the Distribution Status is 

posted. 

b. Click the Details link.  
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2. The Process Detail page will display. 

a. Click the View Log/Trace link. 
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3. The View Log/Trace page will display. 

a. Click the appropriate file query link ending with .xlsx to open and view the results.   

 

 

4. The Internet Explorer window will display. 

a. Click Open: This will open the report in an Excel file. Please allow it time to download into 

the Excel format.   

or 

b. Click Save:  This allows the report to be saved to the Desktop.  

or 

c. Click Save as: This allows the report to be saved in a different format.  
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5. The Excel file will open. 

Note:  If viewing of the criteria used to run the query is not needed, the first 4 rows (could be only 1 or 

more rows depending on your criteria) may be deleted to view the data results only. 

 

 

 

End of Process to Schedule a Query.  


